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CENTRAL INTELLIGENCE AGENCY 
Washington, De Ce 


NO. 29 July 1947 


SUBJECT: Military and Civilian Service Rucord 


\ 


le All military and civilian personnel on auty within Continental 


UeSe and its possessions will be required to complete Military and Civilian 


Service Record, Form 37-21, upon entrance on duty in Ce Tee or whenever 
changes in status or assignment occur. ee 


Le civilian Personnel Employed Within continental US. and Its 
Possessions 


Be Pecdonkel Branch, A & Mwills 


(1) Obtain from each new employee a completed Form 37-21 
as part of the EOD procedure. The Transactions and 
Records Division will mark each such form ee appotnee 
and indicate EOD cee 


(2) Attach a copy of Form: B7=21 to each Notification of 
"Personnel Action (WD Form 50) whenever any change in 
status or assignment occurs. The Transactions and 
Records Division will mark éach such form “Change in 
Status", indicate effective date of change, and transe 
mit to the employee concerned with instructions for 
completion and returns ; 


(3) Forward all sorms 37-21 after completion by employees 
to Reference Branch, ORE» . 


(4) Transmit a weekly list of separated employees. to the 

' Reference Branch, ORE, giving name of employee, date 
of separation, and Office, Branch and Division from 
which separated, 


Yoo The Medical. Services Division, Personnel Branch, A &M, will 
provide the Reference Branch, ORE, with a weekly report, by name , of physi= 
cal acceptability of newly appointed civilian amp loves 
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(1) Obtain from each newly assigned military personnel 
immediately upon reporting for duty in C. IeGe, a 
completed Form 37=21, marking cach such form 

_ “Newly Assigned" ond indicating EOD date. 


(2) Procure a new Form 37-21 from the individual con- 

corned whenever any changes in status or assign 
ment occur, marking each such form "Change in 
Status" and indicating effective date of changee 


(3) Forward the completed Forms 37921 to the Reference 
Branch, ORE. a) ov . 

(4) Submit a weekly report to the Reference Branch, 
ORE, of separations of military personnel, giving 
name, date of separation, and Office, Branch, and 
Division from which separated. 


FOR THE DIRECTOR OF CENTRAL INTELLI GENCE : 


=. xecutive for 
_ Administration and Management. 


ATTACHLENTS: Mono 


DISTRIBUTION: A 
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